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Access Online

Access Online is US Bank’s online credit card management system. Cardholders and/or Agency
Administrators are expected to monitor and review transactions regularly and allocate expenses to ensure
payment processing accuracy and efficiency. At the end of the billing cycle, Cardholders must print and sign
statements, verify expenses, match receipts plus attach any informal quotes and/or other documentation as
needed, and submit to required approvers and Agency Administrators according to internal procedures.

Agency Administrators will collect Cardholder statements and documentation, verify transactions and
allocations in Access Online, and complete payment processing.

Note: When using Access Online, do no use the back arrow in your internet browser.
Look for the return or “back to” link at the bottom of the screen, or navigate from the left-hand menu.

Creating a Management Account and Logging In

Log on to the site at: https://access.usbank.com. The State Pcard Program Specialist will set up
Agency Pcard Management access in Access Online and provide initial log in instructions. The State Pcard
Program Specialist will also provide the Company number and Managing Account Vendor Customer
number (I/3) for US Bank Payment information. An email notification will be issued when the Managing
Account Statement is ready to download and print.

U.S. Bank Access® Online

e
@bank Welcome to Access Online!

Contact Us Please enter the information below and login to begin.

Lo
=L Qrganization Short Name:

lowa

Please Note:
User ID:
Organization Short
Password: .
Name is lowa
XXX XXX XX
Password is a case

sensitive field!
Forgot your password?

Register Online

Website/Browser Reguirements

All of M= serving you™
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Downloading Statements

The billing cycle usually closes on the 20t day of the month. If the 20t falls on a weekend or holiday, then
the cycle ends at midnight of the following business day. Cardholder and Agency Managing Statements are
available online the day after the cycle closes. (Paper copies will NOT be mailed.)

Managing Account Statement

The Managing Account Statement is the Agency'’s “invoice” from US Bank. It lists all associated accounts
that currently have a balance for that billing cycle along with any previous outstanding balance, additional
fees, or credits. Printing the Managing Account Statement first allows the designated administrator to
determine which cardholder statements and receipts will be needed.

To access the Managing Account Statement or an individual Cardholder Account Statement, from the left
hand menu, select Account Information and then either Managing Account Statement or Cardholder
Account Statement.

Account Information

Statement

View account statement(s).

= Cardholder Account Statement
= Managing Account Statement
= [JIVErsion ACCOUNT statemen

Account Profile

View account demographics, limits, accounting code, and other related information.

= Cardholder Account Profile
= Managing Account Profile
= Diversion Account Profile

To locate the desired Managing Account Statement enter the Company Number and select Search. If the
Company Number is unknown, contact the State Pcard Specialist.

Managing Account Statement
Search & Select a Managing Account

View Cardholder Account | View Diversion Account

Managing Account Search

Search for a Managing Account by Managing Account Mumber, Mame, or Company Number.

Managing Account Number:

Managing Account Name:
OR

Last Mame: First Mame:
OR

Company Number:
OR
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When retrieving Cardholder or Managing Account statements, the most recent billing cycle with cardholder
activity will default on the screen. Select View Statement.

Account Information
Managing Account Statement

e —
Managing Account ID:

To view a statement, select a cycle and click the “View Statement” button. Please Note: The statement cannot
be used {greamiftance of payment; it is for display purposes only.

Select Billing Cycle:
0372012013 ~

View Statement

The Statement will appear as a PDF in a separate window for review.

(Ebank

P.O. BOX 6343
FARGO ND 581256343

ACCOUNT NUMBER
STATEMENT DATE 03-20-2013

z AMOUNT DUE $16,881.50

g NEW BALANCE $16.881.50

PAYMENT DUE ON RECEIPT

LT CT O 1Y CELLURLEUPRL O P BT | L R ) AMOUNT ENCLOSED
000000072 1 SP 108481063605700 S s

Pioaso make chock payabio 1o°U S, Bank™

U.S. BANK CORPORATE PAYMENT SYSTEMS
P.0. BOX 790428
ST. LOUIS, MO 63179-0428

Please toar payment coupon st perforation

CORPORATEACCOUNCTmng

Previous And Other Cash Advance  Payment New
Balance + Charges + Advances » Fees + Chages - Credits - Poyments | = Balance
C w T

$1340043] 1680150 $0.00 $00 $0.00 $000  $1340043| $18881%0 |

Cardholder Account Statement
The Cardholder Account Statement is only for verifying receipts, attaching documentation, and for
auditing by Agency Accounts Payable staff. DO NOT pay from the Cardholder Statement.

If no cardholder transactions are charged during the monthly cycle, no Cardholder Statements or Managing
Account Statement will be generated — a zero balance statement will not generate (see Payment History
for Managing Account status).

PCO08 — Access Online for Agency Management 2/27/15
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Managing Account Profile and Payment History

To view the Managing Account Profile and Payment History, select Account Information from the left-

hand navigation menu.

U.S. Bank Access® Online

(Ebank

Request Status Queuwe
Active Work Queue
System Administration
Account Administration
Transgciion Management
Reporting
Dashboard

Data Exchange

My Personal Information

Home
Contact Us

Training

All of 3 serving you™

Welcome to Access Online

Your last login was 10/29/2013

Message Center

Message(s) from Access Online

Under Account Profile select Managing Account Profile.

Account Information

Statement

Yiew account statement(s).

m Cardholder Account Statement
® Managing Account Statement
® Diversion Account Statement

Account Profile

Yiew account demographics, limits, accounting code, and other related information.

» [Managing Account Profile

» Diversion Account Profile

PC0O08 — Access Online for Agency Management 2/27/15
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Enter Company number and select Search. (Contact the State Pcard Program Specialist if you do not know
your US Bank Company Number.)

Managing Account Profile
Search & Select a Managing Account

View Cardholder Account | View Diversion Account

Managing Account Search

Search for a Managing Account by Managing Account Mumber, Mame, or Company Mumber.
Managing Account Mumber:

Managing Account Mame:
oR

Last Mame: First Mame:
R

Company Number:
OR

Select Financial History

Managing Account Profile
Managing Account Summary

Managing Account 1D:

Select an item below to view it's contents. You can also View a Cardholder account or
View a Diversion Account

Demographic Information Default Accounting Code

Wiew account name, address, contact information, View the default accounting code assigned to the
and alternate address. account.

Account Information Authorization Limits

Wiew other account information such as Account View authorization limit information such as Credit

Status, Hierarchy Position, Cycle Day, and Open Date.  Limit, Single Purc it and Available Credit.

Extract Information
Wiew financial extract information assigned to the
account.

Financial History
View the account 12-month history, 7-year history)

analysis, and 7-year history.

Account History

Request Type Update Method Last Updated
Setup Manual Q7272010 21:40:00
Maintenance Manual 071272010 21:40:00

See sample below for reference.
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Managing Account Profile
Financial History

Managing Account N Switch Acocounts
Managing Account ID:

12 Wonth History | 7 Year History Analysis | 7 ear History

The 12 Month History includes accumulated account information for 12 previous billing cycles. Each page includes four billing cycles of history.

Current 09/20/2013 08/20/2013 07/2212013 0612012013
Mumber of Payments
Total Payments
(Last Payment: 09/24M13)
Minimum Payment

Mumber of Purchases

Total Purchases

(Last Purchase: 10/14M3)
Mumber of Cash Advances
Total Cash Advances
(Last Cash Advance; 00/00/00
Mumber of Credits

Total Credits $227.86 $0.00 $0.00 $0.00 §0.00

(Last Credit. 10/07/13)

Mumber of Misc Charges

Total Misc Charges $0.00 $0.00 $0.00 $0.00 $0.00

Insurance fees $0.00 $0.00 $0.00 $0.00 $0.00

Late Charges $0.00 $30.69 $0.00 $0.00 $0.00

Overlimit Fees $0.00 $0.00 $0.00 $0.00 $0.00
\ $0.00 $0.00 $0.00 $0.00 $0.00

Transaction Management

Monitoring Account Activity

One of Access Online’s key benefits is the ability to monitor account activity. Transactions that have
posted may be monitored by Cardholders or Agency Pcard Administrators and should be done regularly to
detect fraud early and reduce the additional time, paperwork and expense needed to address it.
Transactions that are pending but not yet posted can only be viewed by Pcard Administrators.

o Identifying fraudulent transactions BEFORE they post to the account avoids having to complete US
Bank Fraud Verification Paperwork. To view charges before they post (Admins only), go to: Account
Information — Cardholder Account Profile — Account Authorizations. See Authorized Charges and
Declined Transactions below.

e Addressing fraudulent transactions after they have posted but BEFORE they print on the statement
prevents having to pay the charges for later reimbursement (remember: DO NOT short-pay
Statements!). To view charges after they post, (Cardholders or Admins), go to: Transaction Management —
Transaction List — Card Account Summary with Transaction List. See Viewing Current Posted Transactions.

Authorized Agency Pcard Administrators may also run Declined Transaction Reports to identify attempted
fraud transactions (see Reporting section for details).

PCO08 — Access Online for Agency Management 2/27/15
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Authorized Charges and Declined Transactions
Authorized Charges are those that have been made but not yet posted to a cardholder’s account. From the
Home screen, select Account Information.

U S Bark Actess® Onire ow ol e

@bank Messageds) from Access Online RVp—
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From Account Information, select Cardholder Account Profile

U.S. Bank Access® Online

@bank Account Information

Request Satus Queve

Active Work Queve Statement
Systern Admeniat ston Yiew sccound slatement|s)
Accourt Adnorairabos » Cardhet ol o -
Leanssction Marsgement - e - ~
< Bl ® Drgesizo &
+ Actzart Prote
AT Account Profile

Seportng
Dwehboard View RCCouMt SIMOQEphcs. Amis, accounting £o0%, 300 O related nformation
Dwis Eschiange LTI S B U L
Wy Perpcos mformation

® ez caount Prodile
uame
Consact Us
Tranng

All of T serving you

Enter the Cardholder’s last name and search; then select card type — Purchasing Card or One Card (Travel).

U S Bank Access® Online

@bank Cardholder Account Profile

Learch & Select an Account
Regueat Stenis Cumae
Actve Mark Ourus .
s piolead TR Yew Qiezrzion Accaurd | New Manaohs Aaset

ACSounn Adresaisy stin
Y c Account Search

ACCarmt! BV
— Search for an sccoont §y Carmhaider Accoyrt Numter. Name, of So0a Securty Numser, Yoo con aso Sed »
carthakser accoumt te A1y Searcheng e 3 Narasng Asoourt
e pesting
Dasdtowd ool Murraer

Dwts Exchwrnye
Wy Persaral

Lant Naeme

[
Coosect Un
Toasery

Allof M serving you*
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Next, select Account Authorizations

U.S, Bank Access® Online

Ebank

Request Status Oueus
Acove Vork Oeeue

Carghold

A s Y

tystem A
Acrcoset Adrmimis tration
Tramsatthon Mamagement
Accowst Infarmasan o b
- Democraghic lornation
¢ Stateners
ST View account name, a3dress, and conlad
i > Indormaton
Reporting
Dantmcara Acsount drdaemiation
Dats Lxchange View cther scooont mformation such 88 Accour

My Persosal informason

Defaut Acc
Contsct i View e 0530l ACCoUBng CO0% A58 Ipned 10 he
Traning 20count

Account History

Update Method
Setup Onkne
Haimenance Onine

Cardholder Account Profile
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Camt Accowm W
Cad Aecapennt 10|

Scroum Autheciationg
View Acoount Authorization inkemason such

Status, Hierarchy Positon, Oycle Day, and Open Reguest Type, Request Source, MCC. and

Last Updated
04012092 4 3753

05282013 14 20:05

All of T3 sarving you*

Selact an item befow 10 view it contents.  You can also Yigw 2 Managing Accoum

Yiew authorizagon Amil information such as Crede
LImit Single Purchase Lint and &vailadie Craat

Gacion Amount

Einangal Histo
View e acooent 12-mOonm Nistory, 7-pear hislory
analysas, and T-y=ar testory

See approved Account Authorizations below.

Cardholder Account Profile
Account Authorizations

Card Account Number:
Card Account 1D:

7312,

Settch Accounts

Name:
Records 1 -3 003

Auth Date  Auth Time

Response Auth Number

Type of Request Transaction Amount

Description

02/2172013 0235 PMET Approved 062888 Purchase
022172013 Q107 PMET Approved 016393 Purchase
02/21/2013 0935 AMET Approved 057713 Mall/Phone Order

$37.50 5251 HARDWARE STORES
$53.00 5251 HARDWARE STORES
$27580 5085 WHOLSALE INDUST SUPP

Records 1303

Note Declined Transactions will also appear here.
U.S. Bank Access® Online

Mbank

Cardholder Account Profile

Stale of iown

Authorizations
Aegees! Stxtus Quess
Actrm Viork Gues airfecantns
System A
ALLOOM Admwnintration
Transacton Mansgenens Resorde 11 1 of 4

Accourt Informuatica

* Giotervert 3 e . Auth Nurbe
T ¢Auie 10265013 1224 PHET Dedimed

Repormng peEgl .

Oeahboara flac T

Data Exchange

b Ao b e s e «« Bark % Cronalosr Account Shamenary

Hame
Contact Us
Training

All of I serving you™
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Viewing Current Posted Transactions
Pcard/Travel Card transactions post to Transaction Management within 1-3 business days. From the Home
screen left-hand navigation, select Transaction Management.

U.S. Bank Access® Online State of lowa

@bank Welcome to Access Online

Your last login was 10/16/2013 Language Selection:
American English E|

Request Status Queue
Active Work Queue

System Administration
Account Administration Message Center

Message(s) from Access Online
Account Information

Reporting

Dashboard

Data Exchange

My Personal Information

Home
Contact Us

Training

All of M3 serving you

The screen below will ONLY appear if an Agency has Pcard and Travel Card accounts. Select Purchasing
Card for Pcard or Corporate Card/One Card/Other for Travel Card maintenance.

U.S. Bank Access® Online State of lowa

@bank Transaction Management

Select Product

Request Status Queue
Active Work Queue ] :
System Administration Please select a product line to manage from the list below:

Account Administration Bithasnaica
Transaction Management ZUCAAsIng Al

- Transaction List Corporate Card/One Card/Other
Account Information
Reporting
Dashboard

Data Exchange

My Personal Information
Home

Contact Us

Training

All of 3 serving you™

PC008 — Access Online for Agency Management 2/27/15
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Next, select Transaction List to search for a Cardholder’s transactions in the current cycle, or View
Previous Cycle to view/allocate after the cycle ends.

U.S. Bank Access® Online State of lowa

@bank Transaction Management

Request Status Queus [Produce Pirsasing Card e Crodicy |

Actve Work Queue
System Adminisiration Transaction List
Account Administration View, review . Focaareslocaie and add comments 1o ransaction mformation

Transaction Management
- Transacton List View Previoys Cycla

::::Uﬂ'::‘;mo'm.m” Presants the Transaction kst for the prevous oycle

Qasnboarg =

Data Exchange View Pending Trarschons

My Parsonal Information Presents the pending transacsons kst

rome
Contact Us
Training

All of M serving your

Enter the Cardholder’s last name and Search.

U.S. Bank Access® Oniine

@bank Transaction Management

Search & Select an Account

Aeqemer oamus Geses
AOSes Wwk Osees Cardholger Account Search

Iystam Admavistration

Acsdust Admisstrason Search for a0 aceoun By Cardholder Acoaunt Namaer, Name. or Sockal Securty Mumoer Yau con 3ls0 tnd 3
) - Sanm account oy ot £95 g AN » ALL(8
ACOOMNT IEOOTATON Accourd Humber
Aeportng
Desntoard
Oats Cachargs (51 Namo
Wy Parscnal Wnfremation
Seczal Seanty Wyt

Home 2

"
Coresst Us

ke «m

All of [ serving you

The Transaction Management screen looks like this. From this screen you are able to reallocate.

Transaction Management
Card Account Summary with Transaction List

Profwt Pordasng Con A )
Cand Ascount Mumber. “==s=7313 oy ey
Caedt Acoount 1

-1 Card Account Summary

ACcount Numeer ] 7312
Account Name

Bt Crdde Ciose Date: 02202013 ~ (I

© O Ascount

i+] Search Criteria Saenlagis

Detsd © Purchase D

0218 MENARDS 3084 DESMOMES A 34320 ® WALACE a 200NN S22

NS 018 MENARDS 3046 DESMOMNES A $1195 = CEP v Mupte
G215 0218 MEMARDS 3046 DESMOINES 1A $5475 ® 1OWA BULDING a> Munpie
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Allocating/Reallocating Transactions

Allocating in Access Online can only be performed at the Cardholder Account level, but may be done by
either the Cardholder or designated Agency Administrator. It is strongly recommended that transactions
are verified and reallocated reqularly during the current cycle — especially for high volume accounts.
This not only helps with fraud detection, but facilitates month-end payment processing. (Remember,
catching fraudulent transactions before the statement generates prevents the agency from having to pay
fraud charges for later reimbursement.)

From the Transaction Management screen, the current (open) transaction list is selected by default from
the Billing Close Date drop-down menu. Inside the drop-down menu, all active or previous billing cycle
transactions are available for review. To allocate or reallocate Cardholder transactions, simply select the
Accounting Code live link from the Transaction List on the right.

Transaction Management
Card Account Summary with Transaction List

Product: Purchasing Card Switch Products
Card Account Humber: =========== Switch Accounts
Card Account ID:

¥ Trans List

[ -1 card Account Summary

Account Mumber: 0]

@ Open Account

[[+1 search Criteria Return fo too |

[ -1 Transaction List Return to top |

Records 1 - 25 of 31

Fege:1|2 Select Desired Allocation Code

Check All Shown | Uncheck All Shown

Select Status Trans Posting Merchant City/State Amount Detail & PurchaselD & Coimments Accounting Code
© pate Date
N

| 10011 10M4  WALMART.COM 8009666546 8009666546, AR 52694 (W 34809453 0001]1411]5110(1[2229
[ 1011 1014 VWALMART.CON 8009666546 8009666546, AR 52094 (@M 91636140 0001]1411[5110(1[2229
= 10/08  10/09 LMC*LAERDAL MEDICAL 800-431-1085 NY  $8095 (@M 10286345 0001]1411]5110(112299
| 10/08 10/09 MATL AS DUALLY DIAG 845-331-4336, NY  §79.95 (@M 10164771472 0001]411]5110[1[2219
[ 10/08  10/09 AUTISM ASPERGER PUBLIS 913-897-1004, KS  $45.00 (M 0000000412 0001]1411[5110(112213

Every card is mapped to a Default Accounting Code that consists of Fund — Department — Unit — Object
(shown above). All transactions will reflect this default accounting string unless the MCC (Merchant
Category Code) has been mapped to a designated Object code (i.e. Office Supplies).

PC0O08 — Access Online for Agency Management 2/27/15
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Once the live link has been selected, changes to accounting string or distribution of transactions can be
made in the Transaction Detail screen. Distribution can be set either by percentage (total must = 100%)
dollars (total dollars must sum).

13

or

Transaction Management
Transaction Detall

States Trams Date  Postieg Date  Merchant City, State®Province Amount Detal © Purchase D @ Accossting Code

afocate an amount 1o 3 dfare: o3t center The realiocadon can ¢ to multgle accouming codea

You can akocate amounts by dofar amount or percentage Total allocation amounts musst equal 100% of the ransachon To atccale to addtional accounting codes, cher the “Add” bukon

ARer a33ng, modiing or deleting alocaions, cick the “Save Allocabs thanges
= (el Mcocaion Scurce: Mlccaion Rule Last Changed Sy Syatem
Parcant  Accounting Code - Segment Name {Langth)
FUND (1) DEPARTMENT {2) UNIT () SUB UNIT () APPR UNIT (9} OBJIECT f4)

1068 OR | 10000% 0674 005 X674 2229

{ 111 014 MENARDS 3048 DES MOINES. 14 1058 i COMPLEX DOTSIDOSLOETA 12222 11
B Dupusezs W &P e Detadd Level 'A* Sealicoates
[ Serwmary ! adgcatens | Trassacton Lne tems | TawDats | Comments

The Aoca0N8s 13D PrOoVass 1 218y 10 rasdocans 3 ¥ansaction 2 & BC00UNANG HAIMaRen 10

Total Alocaied s 1068 100 00 %Agpty Accountng Code -l

Amount Remaining § 0001 0 00 Ssaaational AlloCaton s 1 m
b ye 4t

Scroll to far right to enter comments!

a

COMMENTS REQUIRED: When reallocating, content

must be added to the Comments field at the far right of the
screen before reallocations will be accepted. You must

scroll to the far right to access the Comments field. Be
sure to Save Allocations to lock in changes before X ]
exiting. If the default accounting code is correct, no action Add as Favorite ’

is needed. ‘\/

WHY WE ALLOCATE: Allocating in Access Online
streamlines the payment process. Transaction data and

accounting strings are extracted from Access Online 15

calendar days after the cycle close date. Through a data interface, the information is uploaded to 1/3 and
used to automatically generate Payment Request Commodity (PRC) documents. Accurate allocations in
Access Online result in accurate PRCs — without manual entry!

Note that accounting strings (including the Comments field) must match EXACTLY to roll up in I/3. To help
ensure consistency, some agencies create a master list of accounting codes and corresponding comments.

Another option is Accounting Code Favorites.

PC0O08 — Access Online for Agency Management 2/27/15
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Creating Accounting Code Favorites
A great time-saving tip for consistent allocations is creating Accounting Code Favorites (up to 25). To
create a favorite, scroll to the far right of the reallocated accounting string and select Add as Favorite.

TASK ORDER (¢) PROGRAM (19) PHASE (¢) PROGRAM PEROD (¢) COMMINTS (37)

— ‘ | 1 T Sbacrpron v A0 93 Faveoie

From the screen below, select the Add button. Remember to name the favorite and save when done!

Manage Accounting Code Favorites
Manage Accounting Code Favorites

[z;'.';...,....... — ——y— .,}

U9 10 25 FavDrtes. enter Ihe numSer of Favortes 10 50 Oealed 3nd Chch I “AST Buton Al
POSOG MAOANING of Seletnn F avtries. CHcx e “Save” BuSon 10 save Changet

Accoustng Code - Segmeat Name (L ength)

# T avorte Name Claty FUND («) DEPANTMENT (1) UWT W) SUBLMIT () APPRUNIT (») OBRNCT () SUS OBRMCY () DEPARTMENT OIXECT (0
Other Ofice Supoies « A - 0580 005 %% F/45 |
Subscnpbons « A - 0D o N 22
iaw * 6R0 0% %0 nn
pou s

ASInons F avortny

For future reallocations, saved favorites will be available from the Change To drop-down menu under the
Allocations tab.

PC0O08 — Access Online for Agency Management 2/27/15



Page |15

Example of multiple split allocation with “favorites”

Allocation Accounting Code Trans Alloc Amt | Alloc
Amt %
0674005X67402 2225 3851 A-02-JANITORIAL SUPP-CUST | $0.00 $260.50 14%
0674005X67404 2225 3851 A-04-JANITORIAL SUPP-CUST | $1,797.45 | $26.05 1%
0674005X67405 2225 3851 A-05-JANITORIAL SUPP-CUST | $0.00 $260.50 14%
0674005X67408 2225 3851 A-08-JANITORIAL SUPP-CUST | $0.00 $26.05 1%
0674005X67410 2225 3851 A-10-JANITORIAL SUPP-CUST | $0.00 $260.50 14%
0674005X67411 2225 3851 A-11-JANITORIAL SUPP-CUST | $0.00 $182.35 10%
0674005X67412 2225 3851 A-12-JANITORIAL SUPP-CUST | $0.00 $442.85 25%
0674005X67416 2225 3851 A-16-JANITORIAL SUPP-CUST | $0.00 $26.05 1%
0674005X67426 2225 3851 A-26-JANITORIAL SUPP-CUST | $0.00 $52.10 3%
0674005X67433 2225 3851 A-33-JANITORIAL SUPP-CUST | $0.00 $260.50 14%
$1,797.45

Mass Allocation — Transaction Management

Log into Access Online.
Select Transaction Management from the left navigation menu and search cardholder name.

1. To allocate several transactions to the same accounting string, check the appropriate boxes and

select Mass Reallocate.

' N
v
v N

..
Reallocate « Mass Reallocate )

OFFICEMAX CTTINSTESME  NAPERMILLE 1L 51508 ’ 0000000000000000 IS H0ONL212

JEFICEMAX CIMINS! NAFESOALLE 1 350 40

SR
o n

o lrig QEFICEMAX CTUINSTERSSS  BO04TZE4TI R 562600 »

2. Next, enter the desired accounting string or select a saved favorite and Save Allocations (must have
Fund, Dept., Unit, Object, as well as description in the Comment field at far right).

Alloc % Accounting Code - Segment Name (Length)

FUND{4) DEPARTMENT({z) UNIT(4) SUB UNIT{4) APPR UNIT(a) OBJECT(4)
| 000 0343 252 1939 00 | 2299

Total Allocateg:))  0.00 o Additional Allocation(s): 1

Save Allocations
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3. To mass allocate with multiple percentages and dollar values, insert the number of Additional
Allocation(s) and select Add (shown below).

Alloc % Accounting Code - Segment Name (Length)

FUND(4) DEPARTMENT(3) UNIT(s) SUBUNIT(s) APPRUNIT(S) OBJECT(4)
[ 0.00% 10343 [252 [1939 0o [ [2299

Total Allocated 0.00 % @ Allocation(s): @

4. Enter your Allocation percentage values and update accounting code strings manually or via saved

favorites per above.

\ D 4 DEPAR A B
O 70.00 % 0343 [252 [1939 oo | [2219
O 10.00 % |0343 [252 [1939 oo | [2700
O 20.00 % 0343 [252 [1939 oo | [2299
Total Allocated: [ 100.00 % Additional Allocation(s): | 1 (LI

5. To create new favorites, scroll to the far right and enter a description in the comment field; select

Add as Favorite.

Favorite

COMMENTS(30)

paper, pencils Add as Favorite |
ioffice furniture Add as Favorite
loffice misc purchases Add as Faverite

6. After your allocation is completed, make sure to Save Allocations.
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Remove Alloc % Accounting Code - Segment Name (Length)

Alloc FUND{s) DEPARTMENT(3) UNIT() SUBUNIT(4) APPRUNIT(s) OBJECT{s)
O 70.00 % |0343 [252 [1939 |00 | 12219
O 10.00 % 0343 |252 1939 |00 | 12700
O 20.00 % 0343 |252 1939 oo | 12299
Total Allocated: [ 100.00 % Additional Allocation(s) K Add ]

( Save Allocations ’

/3 Interface/Payment Processing

US Bank payment terms are net 30 days. Through a data interface, PRC payment documents (for Pcard
accounts only; not Travel Card) are automatically generated in 1/3 (15) calendar days after the cycle close
date using the accounting information entered in Access Online. Agencies must determine their internal
processes to ensure all documentation is collected and allocations are made within the 15 days in order to
participate in the Interface and make payments within 30 days or less.

Payments to US Bank should always be made from the Managing Account Statement via PRC or TP (GAX
processing not allowed). If utilizing the 1/3 Interface for Pcard payment processing, the correct
vendor/customer number will automatically be referenced on the PRC.

To locate PRC document(s) in 1/3, enter the following:
Code = PRC

Dept = your department number

Unit = enter if applicable

ID = PRC + Dept # + date created
Create User ID = unapproved

Phase = Draft

If manually processing payments in /3, the correct vendor/customer number must be referenced on the PRC
or TP so that payments post correctly to the appropriate managing account. Travel Managing Accounts and
Pcard Managing Accounts will have separate vendor/customer numbers. If your Agency is unsure of which
vendor/customer number to use, contact the State Pcard Program Specialist for clarification.
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Reporting

Access Online has a wide range of reporting capabilities. (For sorting results, always select Excel, and
remember to never use the back arrow in your internet browser.)

Transaction Detail Report with Allocation Detail

The Transaction Detail Report is a useful and helpful report for verifying ALL Cardholder transactions and
allocations. From the left column menu, select Reporting, then Financial Management, then Transaction
Detail. To guarantee that all data is included (including transactions that post the last night of the banking
cycle) select Posting Date Range and enter the dates of the cycle (usually the 21st through the 20t unless
the 20t falls on a weekend or holiday).

Financial Management
Transaction Detail

By default this report will return all resulis associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

* = required

Date
) Cycle Close Date Range: ) Calendar Month Range: @ Paosting Date Range: () Transaction Date Range:

Enable Cycle Day

Start Date: End Drate:
02/21/2013 Bl to 03/20/2013 ==~

Scroll down and check the boxes for Display Transaction Comments and Display Allocation Detail
under the Additional Detail section.

Additional Detail
Display Transaction Comments Display Allocation Detail

PC0O08 — Access Online for Agency Management 2/27/15




Page |19

Under Report Output select Excel from the Output Type drop-down menu. Under the Group Report By
section, enter the appropriate Processing Hierarchy Position. Finally, select Run Report.

Report Output
Output Type
Excel -

Output Parameter Page Placement
Selechon cefines e l0cadion of the Parameter Page details on the reporn output

Group Report By
© Processing Hierarchy Position: *
on is required

Agent Dmsion Department
ot Search for Posion or Agd Muliole
C ers)
I selected. atleast one account is required Separate multiple accounts by 3 COMMA and NO SPaces
Search for Accounts

Break/Subtotal Level
- No BreaksSudiotal - ~

Page Break
Yes © No

Note: Page Break is applicadle only if a BreaksSubtotal Level is chosen

Run Report Create Scheduled Report

The Transaction Detail Report with allocation data will download into an Excel file, allowing the data to be
sorted and manipulated as needed (sample report shown).

MASAAEIAR ACcow Nt Curvent Dafault Atcouiting Codu _ Tibtuartion Dite TueTing Dote Diamamion Amout_Midiheat Colapery Code Manfait Cotegory Code Damiption, Martherd Mrs

L4 L] ¥ L 9 W i

S82) STATIONERY STORL/SUPPLIED OO TICEMAN C T N0 T8

* J

[ame -
1A DEPT OF WOI0MI0 22 N0 LN suee
A DEPTOF COO100M1 110 2n K000 20000/ LIVIS
1A DERT OF ool00m110  1n 200/ 2010/ EE )
1A DEPT OF WOL0MI0 WM WV N TR
A DEPT OF 000100%110 nn maae  000n/17 400
VA DEPT OF O100M1110 2w WNOUM XUV s
A DEPT OF 000100W1 110 un oyt o1l e
1A DEPT O 0010091110 un migovm  oivoos A
A DEPT OF WOOI00KI110 22 FINONDE  JOIROLS sa2.47
1A DEPT OF cooloMiile 1M 2ON06  201400/97 $905.00
1A DEPT OF WOI00N110 2 XONONOT  M01MBLH $i53.08
1A OCPT OF W0O00NI0 12 000007 201M00/81 Ly
1A DET OF 00100M110 1w 2XINOVOT 2003700751 Qnn
1A DEPT OF COI00M0 22N XOM0N0R 01N re
1A DePT OF 00010001110 1M X0/0VI3 000 32,89006

S199 WHOLESALE NONCUSARLE
3046 WHOLESALE CONVMIRGAL
S0 OTHER DIRECT MARCETTA
3969 OPMIR DORECT MARKITER
048 WHOLESALE COMMERCIAL
040 WHOLIMALE COVMVIERTIAL
S99 QTR DIRECT MARCETER
SO46 WHOLESALE COMMITRCIAL
SO47 WHOLESALE MED/DENTAL

SHL) STANOMERY STOAL SUPPL

2083 WHOLSALE IWCULAT 5009
083 WHWOLSALL INDUST S0
308 WHOLESALE COVMVIRTIAL
RS SROMTSSONAL SIRVKES

ASSOCIATID BAG COMPANY
WIC WATLRS CoR>
BGMA ACRCH US
BIGMA ALDICH LS
WEBLH SOINTIC

WIC WATIRS CORP
SHALA ALDWICH US
WERER SORNTIE

ROGX INC

OFOCIMAX CT INeTyIAL
WELSON JAMESON
IELSON JAMESON
WERER SOENTIFIC
BOMER LARY INC

Declined Transaction Authorizations Report

The Declined Transaction Authorizations report provides details of declined transactions, including
related account and merchant information. It can help identify attempted misuse or potentially
compromised cards.
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In Access Online, from the left column, select Reporting and then Program Management. From the
primary screen, select Declined Transaction Authorizations under the Administration heading.

U.S. Bank Access® Online

Chbhank

Reguest Status Queoe
Actve Viork Queue
System Admimmtiation
Account Adminestration
Transacton Management
Account informaton

Program Management

Spend

Accoyrd Spend Analygis
Summary of account spending (excudng merchant datad)

Cash Advance
Detatl of account cash advances iIncluding transaction
amount, ¢ate, and reference numoer

* Iragram Nansoemest

+ Fnancisl Masagement
+ Suppler asagement

Dedlinme BalanceManaged Spend
Summary and detad information on declinng dalance

* Tex and Complance acoounts Dy name and acoount number

Hanagement
+ Adrinistration Agministration
* Report Stasduet ACCOL 15t

* Fiex Dats Reporing Fregquendy used acoount bevel informaticn such s open date,

Dashboard last transaction dade, single purchase hrmit, credit imi elc
Data Exchange
My Personst information count Mant ective Dating A :

Detailed history of effective dated account maintanance
Home .
Contact Us Ao s Changs
Training An exceplion repon hat lists accounts with & changs status of

loststolon. dosed, or re-opened

ined 11an=achon AuTon S lepon provides detalls of
declined transaction authorzations informaton aiong wimn
related account and merchant information

Request Statis Queus
History of changes made %o Accounts

Tiansaction Approval S2atus
Transaction Approval Status for Cardnoider AcCounts

All of [ serving you™

Stote of lowa

Delinquency Management

court Sus Fon
Proviges informason on open eccounts that are past oue and
suspended of pending suspension

Charge-Oft
Indormation on accounts that have been charged off, including
charge-off date balance charged-aff, and recovery amound

EastDue
Accounts with past doe batances and the number of &mas
past due siluations have occurred

Allocation Rules Management

(AN}
Summary of allocation rules engines and detall of thair
respecive allocabon nies

g a
Summary of merchant allocation rules zets and detst of
associated sdocation nules

Select the desired Activity Date Range. Be sure to either use the calendar function for selecting the
appropriate date or highlight the text using the cursor before replacing it.

Program Management
Declined Transaction Authorizations

By default this report will return all results associated with blank fields, unless otherwise noted. To limit

results, enter specific criteria in blank fields.

* = required

Date

Activity Date Range:

Start Date: End Date:

04/01/2013 B~ to 04/18/2013 iz
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Scroll down to Report Output, select Excel from the drop-down menu and then enter the
appropriate Processing Hierarchy Position information under Group Report By. Select Run

Report.
Report Output
Output Type:
Excel v

Output Parameter Page Placement
Selection defines the location of the Parameter Page details on the report output

Group Report By

9 Processing Hierarchy Position: *
If selected, 3 processing hierarchy position is required.
Bank Agent Company.  Dhivision Department

1425 8945

Account Number(s)."
If selected, atleast one account is required. Separate multiple accounts by 3 comma and no spaces.

Search for Position or Add Multiple

Search for Accounts

Break/Subtotal Level

- No Break/Subtotal - «

The queried data will download to an Excel spreadsheet that can be manipulated as needed. If a decline
reason is encountered that does not make sense, or if additional information is required please contact U.S.

Bank’s Customer Service department at 1-800-344-5696.
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1
2
3
4
5
6
7
)
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

G H | 1 K
Decline Date Decline Time Decline Reason Reqguested Amount Request Type
2013/03/06 07:39:25 Merchant country exclude 5167.54 Purchase
2013/03/14 15:00:36 MCCG include, no match $725.90 Purchase
2013/04/11 17:45:13 MCCG include, no match $957.35 Purchase
2013/04/01 07:48:15 Pick-up - Fraud code-F1 $80.58 Bill Payment
2013/04/06 04:34:24 Pick-up - Fraud code-F1 $69.99 Bill Payment
2013/03/04 12:22:33 Account coded (CREDIT RATING) 5848.04 Purchase
2013/03/04 12:24:23 Account coded (CREDIT RATING) $848.04 Purchase
2013/03/04 12:16:57 Account coded (CREDIT RATING) $848.04 Purchase
2013/03/04 12:12:24 Account coded {CREDIT RATING) $848.04 Purchase
2013/03/04 11:18:25 Exceeded account single trans limit $2,082.90 Purchase
2013/03/12 17:39:48 Account coded (CREDIT RATING) $23.19 Purchase
2013/03/15 12:05:20 Account coded (CREDIT RATING) $26.48 Purchase
2013/04/01 15:44:35 Pick-up - Fraud code-F1 $85.09 Purchase
2013/04/01 15:44:05 Pick-up - Fraud code-F1 385.09 Purchase
2013/04/01 15:38:15 Pick-up - Fraud code-F1 585.09 Purchase
2013/04/01 10:57:53 Pick-up - Fraud code-F1 533,48 Purchase
2013/04/01 10:57:21 Pick-up - Fraud code-F1 533,48 Purchase
2013/04/01 12:23:35 Transferred account 5682.10 Purchase
2013/04/01 12:22:47 Transferred account 5682.10 Purchase
2013/04/02 10:36:11 Pick-up - Fraud code-F1 5168.00 Purchase
2013/04/02 13:55:36 Pick-up - Fraud code-F1 526.19 Purchase
2013/04/02 13:55:25 Pick-up - Fraud code-F1 $26.19 Purchase
2013/04/03 12:41:35 Pick-up - Fraud code-F1 $35.98 Purchase
2013/04/03 12:41:16 Pick-up - Fraud code-F1 $35.98 Purchase
2013/04/03 10:07:04 Pick-up - Fraud code-F1 57.99 Purchase
2013/04/03 10:08:21 Pick-up - Fraud code-F1 $7.99 Purchase
2013/04/04 12:26:33 Pick-up - Fraud code-F1 $36.72 Purchase
2013/04/04 07:05:15 Pick-up - Fraud code-F1 $799.90 Purchase
2013/04/04 08:17:32 Exceeded account single trans limit $4,728.05 Purchase
2013/04/04 08:19:13 Exceeded account single trans limit $4,728.05 Purchase
2013/04/08 11:08:37 Pick-up - Fraud code-F1 $148.10 Purchase
2013/04/08 05:03:53 Pick-up - Fraud code-F1 $148.10 Purchase
2013/04/08 11:19:24 Pick-up - Fraud code-F1 5212.38 Purchase
2013/04/08 11:17:05 Pick-up - Fraud code-F1 5212.38 Purchase
2013/04/09 13:48:12 CRV status $11.27 Purchase
2013/04/09 13:47:21 CRV status $11.27 Purchase
2013/04/09 20:46:23 Pick-up - Fraud code-F1 $215.89 Purchase
2013/04/10 01:53:20 Pick-up - Fraud code-F1 $219.70 Purchase
2013/04/11 11:08:45 CRV status 537.76 Purchase
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Creating a Flex Data Report for Transaction/Allocation Detail (for pre-audit)
The following flex data report is a customizable alternative to the Transaction Detail Report and may be helpful in
reconciling statements and matching monthly allocations to the PRCs generated by the U.S. Bank/I/3 Interface.
Sorting the columns as instructed in Step 10 will reflect transactions in the order they appear on the Managing
Account Statement. TIP: Once the pre-audit is complete, you can resort the spreadsheet by allocation code to see
how accounting lines on the PRC will roll up.

1. Login to Access Online.

2. Select Reporting — Flex Data Reporting from the left navigation menu.

3. Select the tab “Create a New Report Template’.

4. Under Primary Report Data, select Transaction and under Additional Data, highlight the Allocation
check box and then select Create at the bottom.
Enter a report name and report description in the appropriate field boxes.
Select the Report Output Type to Excel.
7. Check only the following selections under the Select Report Data tab (uncheck any others not applicable)

o o

a. Hierarchy

a. Processing Hierarchy
h. Account

a. Short Name
c. Allocation

a. Allocation Accounting Code
b. Allocation Amount
c. Allocation Percent
d. Merchant
a. Transaction Merchant Name
e. Transaction
a. Cycle Close Date >and check the filter box to the right of the Cycle Close Date
b. Posting Date
c. Transaction Amount
d. Transaction Date
8. From the Filter for Content tab
a. Enter cycle start and close dates (usually the 21t through the 20 of the month, unless the prior
month’s cycle closed on a holiday or weekend; check the calendar!)
b. Enter the Bank, Agent, and Company numbers for your agency.
9. No further action is needed from the Sort by Criteria tab.
10. From the Set Report Layout tab, move the column titles to this order

Short Name
Posting Date
Transaction Date
Transaction Merchant Name
Allocation Accounting Code
Transaction Amount
Allocation Amount
Allocation Percent
Processing Hierarchy

j. Cycle Close Date
11. Scroll up to the top and select Save Template.

TSae@ e oo o
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13.

14.

Cardholder Sort - follows Managing Account Statement order to facilitate pre-audit (shows break-out of splits)

Short
Name

Posting
Date
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/22
2014/05/22
2014/05/22
2014/05/22
2014/05/23
2014/05/23
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26
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Select Run Report. Excel report will download onto your screen. Delete all columns to the right of
Allocation Percent as they are not needed, resulting in 8 columns in the report.
Run report monthly, updating cycle to and from dates accordingly following allocation completion. Save

Template.

See Sample below for reference.

Transaction

Date
2014/05/19
2014/05/20
2014/05/20
2014/05/20
2014/05/20
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/22
2014/05/22
2014/05/23
2014/05/23
2014/05/23
2014/05/23
2014/05/23
2014/05/23
2014/05/23

Transaction
Merchant Name
AMERICAN PLUN 0674005X67410
WW GRAINGER 0674005X67412
WW GRAINGER 0674005X67402
WW GRAINGER 0674005X67402
WW GRAINGER 0674005X67433
ALLIED SYSTEM<$0674005X67433
ALLIED SYSTEM<$0674005X67433
AIR FILTER SALE 0674005X67418
AIR FILTER SALE 0001005533018
INT*STANDARD B 0674005X67401
INT*STANDARD B 0001005533001
CAPITAL SANITAI0674005X67435
CAPITAL SANITAI 0001005533035

2224
2224
2235
2224
2235
2224
2224
2235
2235
2235
2235
2229
2229

Allocation Accounting Code
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185

Transaction Allocation Allocation

WW GRAINGER
WW GRAINGER
WW GRAINGER
WW GRAINGER
WW GRAINGER

0674005X67435
0001005533035
0674005X67401
0001005533001
0674005X67433

2226
2226
2235
2235
2235

4185
4185
4185
4185
4185

Amount

A-10-PLUMBING-HVAC $18.95
A-12-PLUMBING-HVAC $370.39
A-02-EQUIP MAINT-HVAC $8.36
A-02-PLUMBING-HVAC $284.40
A-33-EQUIP-MAINT-HVAC $196.24
A-33-PLUMBING-HVAC ($5.60)
A-33-PLUMBING-HVAC $786.00
A-18-EQUIP MAINT-HVAC $120.98
C-18-EQUIP MAINT-HVAC $0.00
A-01-EQUIP MAINT-HVAC $11.07
C-01-EQUIP MAINT-HVAC $0.00
A-35-OTHR BLDG SUPP HVAC $22.83
C-35-OTHR BLDG SUPP HVAC $0.00
A-35-SMALL TOOLS-HVAC $10.06
C-35-SMALL TOOLS-HVAC $0.00
A-01-EQUIP MAINT-HVAC $28.92
C-01-EQUIP MAINT-HVAC $0.00
A-33-EQUIP-MAINT-HVAC $210.45

$2,063.05

Allocation Sort - to verify accounting line sub-totals on PRC (shows how allocations will roll-up)

Short
Name

Posting
Date
2014/05/23
2014/05/26
2014/05/22
2014/05/26
2014/05/26
2014/05/23
2014/05/26
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/22
2014/05/22
2014/05/22
2014/05/21
2014/05/26
2014/05/26
2014/05/26

Transactio
n Date
2014/05/22
2014/05/23
2014/05/21
2014/05/23
2014/05/23
2014/05/22
2014/05/23
2014/05/20
2014/05/20
2014/05/19
2014/05/20
2014/05/21
2014/05/21
2014/05/21
2014/05/20
2014/05/23
2014/05/23
2014/05/23

Transaction
Merchant Name

INT*STANDARD BE 0001005533001
WW GRAINGER 0001005533001
AIR FILTER SALES 0001005533018
WW GRAINGER 0001005533035
CAPITAL SANITAR® 0001005533035
INT*STANDARD BE 0674005X67401
WW GRAINGER  0674005X67401
WW GRAINGER  0674005X67402
WW GRAINGER  0674005X67402

AMERICAN PLUMB 0674005X67410
WW GRAINGER  0674005X67412
AIR FILTER SALES 0674005X67418
ALLIED SYSTEMS 0674005X67433

ALLIED SYSTEMS 0674005X67433
WW GRAINGER  0674005X67433
WW GRAINGER  0674005X67433
WW GRAINGER  0674005X67435

CAPITAL SANITAR' 0674005X67435

2235
2235
2235
2226
2229
2235
2235
2224
2235
2224
2224
2235
2224
2224
2235
2235
2226
2229

Allocation Accounting Code

4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185

Amount

$18.95
$370.39
$8.36
$284.40
$196.24
($5.60)
$786.00
$24.19
$96.79
$2.21
$8.86
$15.98
$6.85
$7.04
$3.02
$5.78
$23.14
$210.45

Transaction Allocation

Amount

C-01-EQUIP MAINT-HVAC $0.00
C-01-EQUIP MAINT-HVAC $0.00
C-18-EQUIP MAINT-HVAC $0.00
C-35-SMALL TOOLS-HVAC $0.00
C-35-OTHR BLDG SUPP HV. $0.00
A-01-EQUIP MAINT-HVAC $11.07
A-01-EQUIP MAINT-HVAC $28.92
A-02-PLUMBING-HVAC $284.40
A-02-EQUIP MAINT-HVAC $8.36
A-10-PLUMBING-HVAC $18.95
A-12-PLUMBING-HVAC $370.39
A-18-EQUIP MAINT-HVAC $120.98
A-33-PLUMBING-HVAC ($5.60)
A-33-PLUMBING-HVAC $786.00
A-33-EQUIP-MAINT-HVAC $196.24
A-33-EQUIP-MAINT-HVAC $210.45
A-35-SMALL TOOLS-HVAC $10.06
A-35-OTHR BLDG SUPP HV. $22.83

$2,063.05

Amount

$8.86
$23.14
$96.79
$3.02
$6.85
$2.21
$5.78
$284.40
$8.36
$18.95
$370.39
$24.19
($5.60)
$786.00
$196.24
$210.45
$7.04
$15.98
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Percent
100%
100%
100%
100%
100%

-100%
100%
20%
80%
20%
80%
70%
30%
70%
30%
20%
80%
100%

Allocation
Percent
80%
80%
80%
30%
30%
20%
20%
100%
100%
100%
100%
20%
-100%
100%
100%
100%
70%
70%
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Creating a Cardholder Active Account List

It is often necessary for an Agency Administrator to have an up-to-date list of active Cardholder Accounts.
Fortunately, Access Online is here to help with this creation. Follow the steps below to generate an Active Cardholder
Account List:

SOk~ wh =

10.
1.
12.
13.
14.

Log in to Access Online with supplied credentials.

From the left menu column, select Reporting = Program Management.

From the main screen, select Account List under Administration.

On the next page, select Account Open Date range and leave the date ranges open.
Under Account Status, select Open.

Under Additional Details, select the desired detail level:

a. Demographics include mailing information, email address, phone number, efc.

b.  Account Information includes the Managing Account name and person designated as Agency
Pcard Coordinator in Access online. It also includes card balance, issue, expiration and cycle
dates.

c. Default Accounting Code (fund, dept, unit, object)

d. Authorization limits will include Single Transaction, Monthly, and Velocity Limits

e. Merchant Authorization Control Details will list what MCC default templates each cardholder has
associated to their account.

f. Merchant Authorization Control Limits is not an option we use.

g. Demographics, Account Info, and Authorization Limits should be selected.

Select a preferred sort method (or skip this step and resort once the report has been created).
Select Excel from the Report Output Type dropdown menu.

Under Group By select Processing Hierarchy Position.

Under Group Report By enter the requisite Bank, Agent, and Company numbers.
Select Run Report.

Select Open

When the report opens, select all, copy and paste to a new Excel Document and save to desired directory.
Eliminate all columns except for the following:

Short Name

Status

Card Type

Expiration Date

Managing Account Name

Needs Activation

Reissue

Last Trans

Bank

Agent

Company

Division

Department

Credit Limit

Single Transaction Limit

o;g-‘?r-\-";-‘p ho Q0T

15. Adjust column text, formatting and headers as needed.

16.

Note any cards that are in referral status and contact the cardholder to resolve.
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Sample Account List Report:
Name Expiration Managing Account Credit Single Purchase

Date Name Limit Limit

2016/08 $3,000.00 $3,000.00
2015/11 $10,000.00 $10,000.00
2016/05 $1,500.00 $1,500.00
2016/08 $5,000.00 $5,000.00
2016/05 $5,000.00 $5,000.00
2016/08 $3,000.00 $3,000.00

Dashboard Reports
A dashboard report displays Managing Account Information by monthly, quarterly, annually, and year-to-date. To
create a Dashboard report, follow these steps:

o From the Access Online left menu select Dashboard.
e Select link Create New Dashboard.
o Enter a Dashboard Name (the name of your report).
o Enter a Dashboard Description (this description can be the same as the Dashboard Name or expanded
information).
o Enter the Managing Account’s Bank, Agent, and Company #s
o Pcard Bank # = 1425; Agent = 8945; Company is your agency’s 5-digit # used when printing
statements
o Travel Card Bank # = 3757; Agent = 2974; Company is you agency’s 5-digit #
e Select the Save and View button.

Sample of a Dashboard Report/Graph:

[F_"l k - e &) Domedasd 'y ”‘“I“t“_.h"“

Mearchant Spend Dashboard St S fryvety v ivie
Memiter. Contral. Optimize. Guaniein Seanbet O INee

Quarmarty Survhant Spaed < Q) 3014 *»

All of M serving your
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Merchant Spend Analysis Report
For a report showing Pcard spend to a particular vendor or MCC (merchant category code) group for your
department/agency proceed with the following steps:

Select Reporting from the left navigation panel.

Select Supplier Management.

Under Spend, select Merchant Spend Analysis

Select a Date Range (posting date, calendar date, cycle close date, or transaction date range)
Under Report Type select the radio button Merchant with Transaction Detail (Excel only)

Add either a particular merchant name, or a Merchant Category Code Group

Scroll to the bottom of the screen and enter (under the Group Report By) your department/agency
Processing Hierarchy Position

8. Select the Run Report button

No o~ wd -~

Sample report (This is just a selection of the data. Total Spend dollars sums all purchases and credits separately; the
Trans Amount dollars shows the individual transactions that make up the total. Both columns are equal).

Transaction  Transaction  crent Default Accounting  posting Date

Merchant Name Total Spend Date Amount Code
REINHART FOODSERVICE LLC ($114.55) 2014/07/10 ($11.37) 00012421220 2261  2014/07/11
REINHART FOODSERVICE LLC $0.00 2014/07/16 ($103.18) 00012421220 2261  2014/07/17
REINHART FOODSERVICE LLC $120,405.83 2014/06/26 $3,297.31 00012521101 2299  2014/06/27
REINHART FOODSERVICE LLC $0.00 2014/06/24 $1,601.41 00012521101 2299  2014/06/25
REINHART FOODSERVICE LLC $0.00 2014/07/15 $4,755.34 00014053109 2299  2014/07/16
REINHART FOODSERVICE LLC $0.00 2014/07/11 $781.79 00014053109 2299  2014/07/14
REINHART FOODSERVICE LLC $0.00 2014/07/08 $2,052.07 00014053109 2299  2014/07/09
REINHART FOODSERVICE LLC $0.00 2014/07/01 $1,855.62 00014053109 2299  2014/07/02
REINHART FOODSERVICE LLC $0.00 2014/06/24 $2,707.36 00014053109 2299  2014/06/25
REINHART FOODSERVICE LLC $0.00 2014/07/14 $4,560.20 00012481231 2229  2014/07/15
REINHART FOODSERVICE LLC $0.00 2014/07/07 $9,242.22 00012481231 2229  2014/07/08
REINHART FOODSERVICE LLC $0.00 2014/06/30 $14,954.67 00012481231 2229  2014/07/01
REINHART FOODSERVICE LLC $0.00 2014/06/30 $164.28 00012481231 2229  2014/07/01
REINHART FOODSERVICE LLC $0.00 2014/06/26 $110.13 00012481231 2229  2014/06/27
REINHART FOODSERVICE LLC $0.00 2014/06/23 $6,312.10 00012481231 2229  2014/06/24
REINHART FOODSERVICE LLC $0.00 2014/07/17 $2,717.74 00012521101 2299  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/15 $1,260.29 00012521101 2299  2014/07/16
REINHART FOODSERVICE LLC $0.00 2014/07/10 $3,581.58 00012521101 2299  2014/07/11
REINHART FOODSERVICE LLC $0.00 2014/07/07 $975.16 00012421220 2261  2014/07/08
REINHART FOODSERVICE LLC $0.00 2014/07/03 $587.60 00012421220 2261  2014/07/04
REINHART FOODSERVICE LLC $0.00 2014/06/30 $8,616.78 00012421220 2261  2014/07/01
REINHART FOODSERVICE LLC $0.00 2014/06/26 $9,835.67 00012421220 2261  2014/06/27
REINHART FOODSERVICE LLC $0.00 2014/06/23 $14.29 00012421220 2261  2014/06/24
REINHART FOODSERVICE LLC $0.00 2014/07/17 $3,532.42 00012471109 2219  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/15 $4,440.37 00012471109 2219  2014/07/16
REINHART FOODSERVICE LLC $0.00 2014/07/08 $3,317.27 00012521101 2299  2014/07/09
REINHART FOODSERVICE LLC $0.00 2014/07/08 $390.48 00012521101 2299  2014/07/09
REINHART FOODSERVICE LLC $0.00 2014/07/03 $2,459.36 00012521101 2299  2014/07/04
REINHART FOODSERVICE LLC $0.00 2014/07/01 $2,885.90 00012521101 2299  2014/07/02
REINHART FOODSERVICE LLC $0.00 2014/07/01 $176.21 00012521101 2299  2014/07/02
REINHART FOODSERVICE LLC $0.00 2014/07/17 $1,659.80 00012441220 2261  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/17 $259.12 00012441220 2261  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/17 $2,184.90 00012441220 2261  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/15 $13,163.84 00012441220 2261  2014/07/16
REINHART FOODSERVICE LLC $0.00 2014/07/03 $42.00 00012441220 2261  2014/07/04
REINHART FOODSERVICE LLC $0.00 2014/07/03 $1,998.94 00012441220 2261  2014/07/04
REINHART FOODSERVICE LLC $0.00 2014/07/17 $620.34 00012421220 2261  2014/07/18
REINHART FOODSERVICE LLC $0.00 2014/07/14 $1,869.37 00012421220 2261  2014/07/15
REINHART FOODSERVICE LLC $0.00 2014/07/10 $1,279.52 00012421220 2261  2014/07/11
REINHART FOODSERVICE LLC $0.00  2014/07/08 $142.38 00012521101 2299  2014/07/09
$120,291.28 $120,291.28
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